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1 COMMON INFORMATION REGARDING PEOPLESOFT

1.1 WINDOWS, MENUS, PANELS
Within the PeopleSoft application, you will find several windows, to include:

Develop Workforce
Administer Workforce
Compensate Employees
Monitor Workplace
Self Services

Define Business Rules
PeopleSoft

For thistraining, the Develop Workforce menu and panels are found within the Administer
Training (U.S.) window.

Point and click on a PeopleSoft window, such as Develop Workforce, to display a drop down
menu with the various modules available. Point and Click on a specific module to open that
module. A menu bar appears across the top of the screen. The options on this bar include:

Go: The item used to view the various windows available to the user within the
application.

File: Options available include Save, Run, Run with defaults, and Cancel.

Edit: Aswith most MS Window applications, the options of Cut, Copy, and Paste are

present as icons on the toolbar within the application. Some of these options have
“shortcut keys” associated with them aswell. A “shortcut key” is 1-2 keystrokes
to use rather than the mouse, where the user utilizesthe “F1 - F12” and “ Ctrl”
keys on the keyboard. Refer to PeopleSoft toolbar guide.

Use: The avail able panels/panel groups within the selected module. These are the
primary panels used for adding, deleting and correcting Employee-level data.

Setup: The option which, enables you to add, delete and/or correct table datafor the
selected module.

Process: Used to enable special “jobs’ or process within the application.

Inquire: Thisitem is used where summary panels are primarily found.
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Report: Drop-down list of reports for the specified module, which would be run from the
on-line system.

View: Provides users with navigational and display commands

Help: On-line high level help.
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1.2 NAVIGATION THROUGH THE SYSTEM

PeopleSoft utilizes toolbar icons for ease in navigating through the system. Many of these
functions may also be handled using short-cut keys. Where a short-cut key(s) exists as an
option, the key(s) have been identified in parenthesis.

Save Sends the information you've entered on the panel to the database.

You'll generally save when you come to the end of a panel group; the Save command
always updates the data for all panels in a group. If there are any required fields on the
panel that you haven’t completed, the system will issue a warning or an error message.
(Enter)

Run Runs a process, first prompting you to specify when and where you want
it run.

Run With Defaults Runs a process using the defaults set up in your process
scheduler.

Cancel Clears the panel and any data that you may have entered or
changed without saving. When you press Cancel, the system doesn’t warn you
to save changes. Use Cancel if you entered data incorrectly and want to start
anew. (Esc)

Next In List  Displays the data for the next data row in your search list box.

This push button appears gray if you didn’t select the data row from a list box, if

there was only one row in the list, or if the data displayed is the last row on the list.
(F9)

Previous in List Displays the data for the previous data row in your search

List box. This push button appears gray if you didn't select the data row from a list box,
if there was only one row in the list, or if the data displayed is the last row on the list.
(Shift+F9)

List  Displays the list box generated by the search record for this panel, and
allows you to select another row to update. If you accessed a row directly without going
through a list box, this push button appears gray. (Ctrl+F9)

Next Panel in Group Brings up the next panel in the current panel group.
If you have come to the end of the panel group, it brings up the first panel again. (F2)

Previous Panel In Group  Brings up the previous panel in the current panel
group. If you're at the first panel of a group, it brings up the last panel.  (Shift+F2)
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Next Panel (Group) Brings up the next panel in the menu. If you're in a panel
group and have not reached the end, the command brings up the next panel in the
group; if you're in the last or only panel in a group, it invokes the first panel of the next
group. From the last panel in a menu, the Next Panel button summons the first panel.
(F6)

Previous Panel (Group) Brings up the previous panel in the menu. If there

is an earlier panel in the current group, it will be invoked; otherwise, the system will
display the last panel in the previous panel group. From the first panel in a menu, the
Previous Panel button summons the last panel. (Shift+F6)

Insert Row Inserts a new row in a scrollable field. (F7)

Delete Row Deletes the current row of data. (F8)

Add Inserts a new row of information to the database with a new high-level
key.

Update/Display Accesses existing rows of data on the database. If data is
Effective dated displays only current and future rows.

Update/Display All Accesses existing rows of data on the database and
Displays all effective-date rows. Allows you to update only current and future rows.

Correction  Accesses existing rows of data on the database and displays all
Effective-date rows. Allows you to update all rows, including history rows.
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1.3 ACTIONS- ADD, UPDATE / DISPLAY, UPDATE / DISPLAY ALL,

CORRECTION

The four basic actions for PeopleSoft on-line are listed below. Y ou will be allowed

to use one or more of these functions based on the authorization associated with your

User ID.

Action

Description

Add

Insertsa new row of information to the
Database with a new high-level key.

Update/ Display

Retrieves existing current and futurerows of
data on the database. With thisaction, you can
change future but not current rows of data.

Update/Display

Retrieves all rows of data on the databaseto

All include current, future, and historical.
However, you may only change future rows of
data.

Correction Overwritesany data in any existing row on the

database. Must be used carefully because once
new dataissaved it cannot beretrieved again
without restoring the data backed up from the
day before.
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14 EFFECTIVE DATING AND SCROLL BARS

PeopleSoft uses Effective Dated logic to maintain an accurate history of information in the
database. Thislogic is present throughout the system and can be found on the Job record for
each Employee, as well as other records and all system tablesin all modules. Effective dating
enables users to update table-driven data with “as of “ effective dates. Once the system-date
(current date) matches the Effective Date, the information immediately becomes current.

When entering dates into the system, remember that MMDDY'Y will only work for dates on or
before December 31, 1999 (12/31/99). For dates on or after January 1, 2000 (01/01/2000), you
must enter MMDDCCYY. Thisisthe only way the system will recognize and accept 21%
century dates.

Effective Dated rows categorize information on Employee records, as follows:

Current: The datarow with the most recent effective date, closest to today’ s (system) date, but
not afuture date. There cannot be more than one current row per Employee.

History: Datarowsthat have effective dates earlier than the current data row.
Future: Datarowsthat have effective dates later than the system date.

A category appears for all rows within the Job record on the Job Data 1 panel, next to the
Effective Date for the record. The Current category will be the first row that appears for most
employees, however, if afuture row has been inserted into an employee’ s Job Record, that row
will appear asthefirst row in the record. It isimperative to read the information on an employee
record prior to making changes (adding, changing, and deleting data) to ensure that you are
entering data on the proper row.

Action Effective Date | Categorization of Row
Transfer 09/15/99 Future

Pay Rate 11/19/98 Current

Change

Hire 11/19/96 History

The chart displayed above depicts an example of Job actionsin relation to effective dates and
thelir categorization on the database.
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Scroll bars are navigationa tools within panels, which are represented as narrow vertical
rectangles with an arrow at each end, indicating multiple instances of arecord. When a scroll
bar is present on a panel, this indicates the panel is Effective Dated. Some panels may have
more than one scroll bar present, as seen in the example below.

Based on the sample panel below, each scroll bar controls different levels of data on the record.

Adminigter Training [U5] - Use - Course Sessiun Evaluations

Slslelx| gloal Jo| ol

In order to determine what the “controlling” key of the scroll bar is; match the top of the scroll
bar with the first field on the panel, which is parallel to the top of the scroll bar.

Below is an explanation of each scroll bar’ s function:

The small outside scroll bar (top far right) controls the “Instructors’ panel.

The larger outside scroll bar (far right) controls the Ratings area. (Content, Instructor,
Material, Facility, and Presentation)

Theinside scroll bar (right side) controls the Rating and the count. (Excellent, Good, Fair,
and Poor)

NOTE: If the elevator box is at the bottom of the scroll bars, this indicates there are no
additional rows of data within the record.
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15 GLOSSARY OF TERMS
Current Date — See System Date.

Drop Down Box — A field on apanel that has a black triangle pointing downward immediately
to theright of the field. Thisallows the input personnel to access and choose valid values for the
field by clicking the triangle and choosing the correct value from either the list provided or by
using the Search Record provided. For adrop down box attached to a PeopleSoft system table, a
Search Record is generally provided.

Effective Date— A method of dating information in your system. Y ou can predate information
to add historical datato your, or postdate information in order to enter it before it actually goes
into effect. The Effective Date usually defaults to the system (current) date.

Name Format — PeopleSoft requires a specific format when entering names into the system.
Theformat is. LastName,FirstName MI. Thefirst character of both the Last and the First
names, as well asthe Middle Initial are upper case. All other characters are generally, lower
case. The system will allow combines asin McGuire or McDonald. Thereis awaysacomma

[ A0000070001
40000010002
—— [20000010004
e | (40000010005
< |+0000010008
40000010007
40000010003
40000010011
40000010012
40000010013

Burke Anthory D
Maggard,Jopce L
Young, Sheridan &
Yazmina,lLara
Graharn,Christina 5
Duft.T ornmie J
BolewAmanda L
Harrigon Victoria &
Miles, 5 armuel &
Young,Kim K
Wallz, Trizha K
Dericls.Debra E
Frank Patricia L

'BURKE

MaGGRARD
YOUNG
YAZMINA
GRAHAM
DUFF
BOLEY
HARRISON
MILES
YOUNG
WALLS

after the Last name and no space between the comma and the f| rst character of the F| rst name.
Any deviation from this format will cause an error message and prohibit saving the current

record until the format has been corrected.

10
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NOTE: Typingthefull Middle nameispermissible.

NOTE: TypeJr (Junior, Sr (Senior), Il (the Second), 111 (the Third), etc.,
After the Lasthame EXAMPLES:

Smith Jr,.John R
Smith I11,John R

NOTE: Never use aperiod after Jr or Sr or after the Middle Initial.

National D Number — Different countries track some form of National ID for payroll,
identification, or benefits purposes. For example, Canadian workers have a Social Insurance
Number, and US laborers have a Social Security Number. Each of these different types of
National Ids has unique formatting requirements associated with them as well.

Phone — It is best to type the ten numbersin one string. The system will automatically format
the field, inserting the slash and dash, when you tab out of it.system Date - The date segment of
the date and time from the P/C you are using.

System Default Value — Many fields in PeopleSoft especially those attached to Trandate
Tables, have one set value that will automatically populate that field whenever you add a new
record or add a new row to a present record. The system also gives you the option on some
fields to set a preferred value as adefault value. This can facilitate input processing when there
isone value for a particular field that your company uses most often. By setting a default for the
field you eliminate the need to input data into the field unless the needed value is different, or an
exception to the default value.

Trangate Table— A system edit table that stores codes and translate values for the

miscellaneous fields on the database that do not warrant individual edit tables of their own. In
most cases PeopleSoft maintains the Trandate Table.

11
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1.6 STANDARDIZED FORMATSFOR INPUT INTO THE PEOPLESOFT SYSTEM

General Rule

All typing into the system must be effected using proper Upper Case/Lower Case format(i.e. Kansas

City —not KANSAS CITY). Do not typein all Capital Letters. The system will automatically format

any field that requiresinformation in all capital letters. (State abbreviations, Table Codes, etc.)
NOTE: EmpliD-NEVER USE THE SOCIAL SECURITY NUMBER.

L et the system auto assign this number.

NOTE: ApplicantiD —NEVER USA THE SOCIAL SECURITY NUMBER.

I nitials and Prefix:

Do not enter any information into these fields, they are not being use. Middle initial will be included
with the Name field as indicated above.

Address:

Address 1 — Type the Street address without using periods (i.e. St —not St.)
NOTE: PO Boxescan betypeinthe Addressl field if it isthe ONLY
addressthe Employee/Applicant has provided.

Address 2 - Type PO Boxes, Apartment Numbers, etc.

Address 3 — Type in-care-of (C/O) information.

City - Type complete name of the City using a Capital (uppercase) letter for the first
character.

Special Exceptions:
Fort will be Ft (No Period)
Saint will be St (No Period)
New, North, South, East and West will be spelled out.

12
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2 TRAINING ADMINISTRATION
2.1 ADD COURSE SESSIONS

STEP 1-ADDING SESSION TO A COURSE

Navigate To Course Session Table Panel: GO — DEVEL OP WORKFORCE — ADMINISTER

TRAINING (U.S)) — SETUP — COURSE SESSION TABLE — COURSE SESSION PROFILE —
ADD

The following Code Assignment Box will appear:

o [F

F
IE
rE"
['_'E_"
l._
=
F."
)

Course Code - Enter the Course Code for which the session is to be established. If unknown,
click the drop down arrow to perform a search.

Course session Number — Do not enter a number in thisfield. The System will automatically
assign the next sequential session Number for this Course on saving the record.

Click “OK” to proceed to the input screen.

13
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STEP 2 — Cour se Session Profile Pand

Adminster Tranmg [U.5.] - Setup - Comwse Sessmon Table

Bl Edi ¥ew G0 Fawoiles L Sep Inquie Bioce Hepod Hep

elsiz|x| wiae] sie] o] cl=] plel] #elz]

Courze Sestion Fiolis | Lowestioes | Eq.j:m!nll Irshuetnn, Expense |

[RTTTEE S SAMFLE  Sampes Comze Slabus  Aclve .
Seasion Humber: e Schaal: =
j.'j
Sssicn Shatus =
5]
StaEna Dabes: [ [ it
Sitart/End Times: I [ Reschedulsd ¥ Seccion Adminiciralion ﬁ
=
Diuradinn: Draration Lnit: Hinur - E
Min Stubonts/5 esion: Mas Students/Session: | )
Wendon 10: | %
2
.l
=

Q

o

(5]

a
- - =4

| Courmm Sewzon Prolie Add

M Stact| FGrouptice .| G Evpring L. BFMicmscivi. | 900 e || [ @ Administe.__ Bl TR nem

NOTE: The session number on the Panel display shows as*“0000”. The system will not assign

the next sequential number until you save the record.

Enter the following fields:

Session Status. Thisfield defaultsto “ Active

Start/End Datess.  MM/DD/YY

Start/End Times: Military time (0900) — (1600).

Session Admn:  *MUST ALWAYSBE CHECKED (should default)

Duration: Enter the number of hour s/days

Duration Unit: Click the drop down arrow and select the proper choice.
Min/Max Students: This screen defaults from the Cour se Table (may be changed).
Vendor 1D: Select your Business Unit from the drop down arrow.

Click the Location tab to proceed to the Location panel.
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STEP 3 —Location Panel

Aedmimizies Teoining [U_5.] - Sebap - Gowrss Session Tabls

Fim Ec iew Go .F!“‘Elin Lies E.dllp rqum Eﬂ?ﬂll‘l Elpn* Huip m
1 s ) ST 5 R 0 1 3 1 3 B g
st Sevwion Picile. | Locsion | Equpniend | Instiicod, Egenss | -3
Coussa: EXAMFL  Ewargl Course Status &cits |
Suxzan 8: 0000 Suzsiom Sheluz:  Acive Sduaed Dabu: |
~Trainin g Locati
Facibiy- Il |1 Yandor 10 | =
Aoom | Floss: | | Bl | Contact Hame: 1El
Courtry: UGA _.J Urded Staled M S bl et £ P om: E=|
Audress 1 | "ﬁ
fuddrass & | R
Addreaz | 4
i
City: | z
County: | Pozial |
Sitate. | Fhoone: |
=
]
Ei':l’
5
[Cecsien [&dd f

ifstan | Dpopie-val |[EiAdwnister T i Eiang - | gy msoiowad - | Ao P oon | B R romam

Facility — Enter the Facility Code for the Location at which this session is held directly into the
field, or click the down arrow to the right of the Facility field to search by Facility Name.

Entering a Facility Code and tabbing out of the field fills in the following fields
automatically:

Facility Name

Room/Floor

Building

Contact Name

Country

Max StudentsRoom

Address1, Address 2, Address 3
City, County, Postal, and State.

Once these fields have automatically filled, most of the fields will also be “grayed-out” and
unavailable for change. The fields Room/Floor, Building, or Contact Name, are automatically
filled, but remain un-grayed for editing.

To change avalue in the Room, Floor, Building, or Contact Name fields, highlight the field to be
changed and enter the new, correct information.

Phone — Enter the Phone Number for contact purposes at the Training Facility.
*Note— The Vendor ID field should be left blank.

15
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NOTE: When you save this record, the System will automatically compare the maximum
number of students that were entered on the Course Session Profile Panel with the established
Maximum for the chosen training facility. If discrepancies exist between the two numbers, the
System will issue a warning message upon execution of the Save action.

Click the Equipment tab to proceed to the Equipment panel.

STEP 4 — Equipment Panel

Admirastes Traimng [U.5.] - Setap - Course Session Table

Fla Edi Wies Go Favoillar Use Selup lhquke Process:  Aepanl Hep -E
glalaix| o0 el =lcl alE oo ] el ] ]
Coiige Saion F'n:\lhl Localnn  Equpment |Ir‘wu:in|, Ewl . 1—'!'
Coamse: EXMPL Examrls Cousse Stabe:  Active ]
Soisan B ooon Saegion Siabis Bt Shait Dalec lif

[E qpuii pimetzral AW sl et .:i _1___|J
— 5
el

2|

5|

EF|

=

£ a|

=1

=

?

=]
|Equipment dd ;

W ovmt| Boopwie- | ayEpnmng .| prrioesrw | 3 | St T (B Aaminite. | BE T ER 2mman

Equipment/Materials Code - Enter the Equipment/Materials Code in thisfield or click the
down arrow to the right of the Equipment/Materials Code field. Click the correct value from the
Search Record displayed.

If more than one piece of Equipment or Material is necessary for conducting the session, add an
additional row for each item, by clicking the Insert a Row Icon and entering the next
Equipment/Materials Code.

Click the Instructor Expense tab to proceed to the Instructor Expense panel.

16
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STEP 5-—Instructor/Expense Panel

Administer Training [US] - Selup Eourse Session Table

— 10000004436 8] [Haskettiavena |
_- 10000004437 -. Schleicher Kimra A

Vendor : Leave blank.

Instructor ID: Click the drop down arrow. The Search Box displayed will list the
instructors authorized to teach this course. Select your Instructor. Once the ID is
displayed in the field, tab out of that field and the name will appear in the name field.

NOTE: If your Instructor’'s name does not_appear in the list box after
clicking on the Instructor ID drop down arrow, leave this field blank and
contact SPD, IMMEDIATELY.

Expense: Leave Blank

STEP 6 — Save your record! NOTE: The system has now established a session
number.

17
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EXERCISE #1

Using pages 13 -17 of the manual to assist you, Navigate to the “Course Session
Table” and establish a session for two (2) courses with the same course titles.

Make the Max students (10).

NOTE: Upon saving each new session, fill in the appropriate blanks below.

# 1 Course Code Course Title Session #

#2 Course Code Course Title Session #

18
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2.2 COURSE SESSION ENROLLMENT

Navigate To Course Session Enrollment Panel: — GO — DEVELOP WORKFORCE —
ADMINISTER TRAINING (U.S)) — USE — COURSE SESSION ENROLLMENT

The following Search Box will appear:

Admmigter Trammy U5+ Usa - Course Sassmon Enmbmen: WETER |-
Ela Edi Wew Go Favoker Lbe Ssho Inouie Brocess Hopak Hal

Bl E @] 1|l =] =|s=] o)e] e o] sl 2
Updabe/Dsplap - Cousse §assion Encollnent .
sal) 3 [

Coumse Sesvinn Mhi Coarel |

Sawih |

Disacaiplinn | =]
Coumye Bar Date. | # v | £
Timwmg Fachty: | 8| My | f

Crapse Sesson . |Desor Glat D |Facky Faciliy : ﬂ“"u'-‘!u'l el

i

]

=5

a)

i i i | =

=

g

i

2

:ﬂm|gumwm-mmt. ”'M-Inlml Taalning .- W LR T10mam

Enter the Course Code and Course Session Number of the Course that you will be enrolling
students.

If you do not remember the Course information, the following options are available to assist you

in locating your session of choice:

Option #1 — In the Description field, type the title of the course for which you are attempting to

enrol| students (or any version of it), click OK or Search, and alist of al the sessions for that
and/or similarly titled courses will appear. Highlight your session and click OK.

Option #2 — Type the Description (Course Title) and Course Start date (mm/dd/yy), click OK.

Option #3 — Just click OK and alist of *all Course Sessionswill appear. Scroll down until you

locate the course in question, highlight it and click OK.

*Note — Only the first 300 sessions will appear alphabetically in the Search
Box, if your session doesn’t appear, use Option #1.

19
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Cour se Session Enrollment Pand

Administer Trammg fU.5.] - Use - Course Sorsion Ermoll ment

Eda Bl esy G0 Favorbas Lse Sehp kawe PBocsss Bapol Help

BlE® x| war] GlE] s a8 a]ee] #e]le]z ]|

Coursa Sezzaon Eraol nend |

Loy i DO 51 Cubal Oeardly Serdon B 0002 iTd TS

Skl Dt 871583 Stot Tiwee DM Foediz: S TmCni

Shsdents: Win: 10 M 0 f Eneled 3 GwWelng 1 Py ch |
Emplil: 1N0B002ED 3 _ﬂ [isbe Fiokgm L H
Siabs: [T -] Siels Date (000971995 & Weitht De. [IE/I7T920 8
TinRessom:  [Skill Enhancement =| T Procoquisites Mat

Lettes Code [WT5 4 Dabe Prinbed: i ol 3

Bill To
Bumness Unic 00030 &) Depsiment ol e

I i et 09451 ﬂ OOR - Tepaer hoskiance

Dwmand lrem Budgst Trainmag
Leanch Crbiik

[~ Popaiation | Catalog dmandin *|

Cowze Sippaon Emolment U prdste sl

5| B ocupaie - | afEmg-C | e | s [ S0 e | SRR

Empl1D- Type the PeopleSoft EmplID Number for the Student enrolled.

If the EmplID for the Student is not known, Click the down arrow to the right of the
EmplID box to produce a Search Record. Search for the appropriate EmplID
using either the employee’ s full name or any part thereof.

Status— Type enrolled in thisfield or “click” the down arrow to the right of the field to
Choose atrandate value from the list displayed (the following items are not to be used:
Attending, Canceled, Completed, Course wait).

The proper format for entering datesisMMDDCCY'Y. Refer to the section entitled “ Entering
System Dates’ for further clarification on the proper method of entering dates into the system.

Training Reason - “Click” the down arrow to the right of the training reason field to

select the appropriate value. NOTE: Thetraining reason for all State Personnel classes will
aways be Skill Enhancement.

Prerequisites Met — Leave thisfield turned “Off”. A prerequisite check can be run against al
Students to verify if course requirements have been met.

Letter Code — The System automatically populates this field depending on what’ s entered in the
Status field.

Grade—Thisfield is grayed out and unavailable. No input is necessary to thisfield.

Bill to Business Unit — The System automatically populates this field with the Student’s
Business Unit when the Employee ID number is entered into the EmplID field. No change will
be made to the Business Unit number populated by the System.

20
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Bill To Department — The System automatically populates this field with the Student’s
Department number when the EmplID number is entered into the EmplID field. No change will
be made to the Department number populated by the System.

Demand from Budget Training — This functionality is not being used. Therefore, no
information will be entered into either the “Population”, “Catalog” or “Demand ID” fields.

When al information has been entered for a Student, continue adding additional studentsto the
session by clicking the insert a row icon and repeating the steps above or save the record and exit
out of the panel.

NOTE: Refer tothe section of thismanual entitled “ PeopleSoft Short-Cut
Keys’ for an explanation and depiction of the PeopleSoft | cons.

Saving Cour se Session Enrollment Records
Click the “Save” Icon on the PeopleSoft title bar to save the record.

Checking Cour se Prerequisites

The System automatically checks all students to ensure any prerequisites have been met. To do
this, click the “Prereq Ck” button in the upper right hand section of the Course session
Enrollment panel. Students who have completed the prerequisites will have the “Prerequisites
Met” field turned “On” (filled with acheck M mark). Scroll through all Student records listed
for the Course session.

Change the student’ s Status field to show “Incomplete” if there are prerequisites for this Course,
and a student’s “ Prerequisites Met” field is “Off” (unchecked) after running the Prerequisite
check

NOTE: If aprerequisite check isrun on a Course for which there is no prerequisite
courses established, the System will produce the following Message: “ No prerequisites
are needed for this course (1040,46)”

Click the “OK” box to continue working in PeopleSoft.

Saving the Entered Data
To save the updated student record, click the “Save” Icon on the PeopleSoft title bar.
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EXERCISE #2

Using pages 19— 21 of the manual to assist you, navigate to the “Course Session Enrollment”
panel and enroll 10 students in the 1% of the two (2) Sessions established in Exercise # 1.

Save your record.

Please list the Name and EmplID of two (2) students enrolled.
Name: EmplID:

Name: EmplID:
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2.3CHANGE STUDENTSSTATUSIN COURSE SESSION
Procedure:  Change the status of an individual student.

Follow the steps outlined bel ow:

Navigate To Course Session Enrollment : GO — DEVELOP WORKFORCE — ADMINISTER
TRAINING (U.S.) - USE — COURSE SESSION ENROLLMENT

Administer Training [US] - Use - Course Session Enrollment

Using the scroll bar to the right scroll through the list of students enrolled in the course until you
find the individual whose status you wish to change.

Status— Click the down arrow to the right of the status field to choose a value from the list
displayed. Change the student’ s status for a course session.

The only valid values for this situation would be “Dropped” or “Incomplete”.
Drop a student from a course session use the value of “Dropped”.
If a student requests to reschedule in a different course session, useinstruction in
either the “Course Session Enrollment” and/or “Express Rescheduling” sections.
If astudent does not complete the entire course, use the value “ Incomplete”.
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Click the “Save’ |con to save the record.
2.4 EXPRESS RESCHEDULING

Navigate To Express Rescheduling Panel: GO — DEVELOP WORKFORCE — ADMINISTER
TRAINING(U.S.) — USE - EXPRESS RESCHEDULING

| HEE|E| E=] =l=] =

Update/Display -- Express Rescheduling

000479

Expr ess Rescheduling Sear ch Box

Enter the Course Code number
Click Search

Highlight the correct course
Click “OK”
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Adminizter Training [US5] - Use - Express Rescheduling

Ernrolled 02/20/200
Ernrolled 027207200

Use the Express Rescheduling Panel to review and update information for all studentswho
areenrolled in active sessions of a particular course or are on a course or session waiting
list. Students may move from one session to another, change their enrollment status, and
designate thetype of form letter they should receive. Choosethe student field to be
changed by placing the cursor in that field. A drop down arrow will appear to the right of
thefield presenting choices from a table of values. Click avaluefor the student.

Administer Training [US) - Use - Express Hescheduling

Cancelled
Completed
wait

Incomplete
Mo Show
Sessn Wait
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Express Rescheduling
Procedure; Reschedule a student to a different course session schedule.

Follow the steps outlined below:

Administer Training [U5] - Use - Express Rescheduling

=] Enrolled 0472772001
" Enrolied 03730/ 2001
Enrolied 04/20/2001
Enrolled 04/20/2001
Enrolied 03/19/2001
Enrolied 0372372001
Enrolied 0371972001
Enrolied 05/01 /2001
Enrolled 0471272001
Enrolied 05/02/2001
Enrolied 05/02/2001
Enrolled 05/02/ 2001
Enrolied 0470372001

*g0 Administer ...

Session # - Click on the students session number record. A down arrow will appear to the right
of the session number. Click the down arrow. A search panel will appear.
See panel shot below.

Note: If thereisnot a course session in which to Reschedul e the student into,
you will need to add a new course session. Add a course session using the
instructionsin “Adding a Course Session” section of the PeopleSoft
Training Manual.

26



STATE PERSONNEL
PSTRAINING ADMINISTRATION MANUAL

e
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Pre-Retirement. Planning 2001-10-25 St Conf Cn
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Fre-Retirement Planning 2001-04-26 5t Conf Cn
Pre-Retirement Planning 2000-11-25 LFDOT
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Sear ch Panel — Highlight the new course to reschedule the student. Click OK.

Click in the Status field for the student just rescheduled. A down arrow will appear to
The right of the student’s previous status.

Click the down arrow. A value will appear. From this value table, the student’ s status
In the new course may be changed to either enrolled, or session wait.

Click the “Save’ Icon to save the record.

EXERCISE #3

Using pages 24 — 27 of the manual to assist you, navigate to the “ Express Rescheduling” panel.
Reschedule 5 students enrolled in the 1% Session you established in Exercise#1. Do not save
upon completion of this Exercise.
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2.5 PLACE STUDENTSON COURSE WAITING LIST

Navigate To Course Waiting List: — GO — DEVELOP WORKFORCE — ADMINISTER
TRAINING (U.S.) —USE — COURSE WAITING LIST

The following Search Box will appear:

Aalmirsrdden Toamimg (15 ] - Use  Cowse Waling Lisl
g oEut Wewd G0y Fawnlbe Dk GRS Irgyite - FovGese Rept Heb

BlElE x| == E] sie) mis) S =] S sl o
AR Dl = Lase WA i -
P taie (| 3] =

: _ Cancsl %

Dl cai i J P
Inh:rrulJ'Enu'nd:i - m %

Couise et Inl¢Eal Tipe Ciealed Lze Querp :l i

Hes Breny %

E

i

=

i

£

o

T i

5t | &Gm.mﬂ G Eeiming | gFMicwescit | ] Friers | (ACD Fer || B dimiis... o vl R 1110AM

Enter the Course Code of the Course Waitlist to be updated.

If the Course Code is unknown, click the “SEARCH” button to produce alist of Coursetitlesin
the Coursetable. Scroll down thelist until you find the Course, or you can narrow your search
options by clicking in the “ Description” field and typing the Title of the Course or any variation
of thetitle. (i.e. 1% three letters of thetitle, or just the 1¥ |etter)
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Course Wait List Pand

Administer Trammg fU.G.] - Use - Course W aibmg List

Fda Edl ey Go. Favorbas Lip Sebp kawe Pogsss Repol Hep

(=] T T M e = 1= T R M e e R
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1 Waiting: 0
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EmplI D — Enter the PeopleSoft EmplID Number for the Student being placed on the Waitlist by
clicking the drop down arrow in the EmplID field and utilizing the search box.

Attendance — Click in the Course Wait field, adrop down arrow will appear. Click the drop
down arrow and select “ Session Wait” from the values listed.

Waitlist Date — The current date will default, (Automatically Appear). Change this date to the
“Received’ date stamped on the Student’ s Registration Form.

Session — By clicking into the session number field, a drop down arrow will appear. Click the
drop down arrow and select the appropriate session from the search box.

Adding Additional Studentsto the Course Wait List

Click the “Insert Row” 1con on the PeopleSoft tool bar to produce a new line on the list to insert
anew record. Follow the procedure to complete the new line.

Saving Changed Course Wait List Record
Click on the save icon to save record.
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EXERCISE #4

Using Pages 28 - 30 of the manual to assist you, navigate to the “Course Waiting List” panel.
Place 5 — 10 students on the waitlist for the 2™ session established in Exercise # 1.
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2.6 UPDATING COURSE SESSION

Procedure: Update a course session.

Follow the steps outlined below:

Navigate To Course Session Table: GO — DEVEL OP WORKFORCE — ADMINISTER
TRAINING (US) — SETUP — COURSE SESSION TABLE — COURSE SESSION
PROFILE - UPDATE/DISPLAY

The search panel below will appear.
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| falE|E] Gl =)=

.UpdalefDisplay -- Course Session Table

JE=SRD 1223pM

Enter the Course Code for the Course Session you wish to change.

If the Course Code is not known, click the “ Search” button to produce alist of Course sessions.
Scroll down the list until you find the Session, or you can narrow your search options by clicking
in the “Description” field and typing the Title or any variation of thetitle. (i.e. 1¥ three letters of
thetitle, or just the 1% letter).

Either highlight the desired course and click on it twice or highlight and click “OK”.
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Administer Training [US5] - Setup - Course Session Table

[Compiete ]
0671999 |
[

Session Status— Drop down the arrow to the right of the session status field. Choose the
appropriate value.

If the value “ Canceled” is chosen, the status field on each student’ s record on the Course Session
Enrollment panel will be updated to “Canceled”.

Use the instructions in the “ Express Rescheduling” section to enroll the studentsin a different
Session.

Click the “Save” Icon to save the record.
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2.7 AUTO COURSE ENROLLMENT

Navigate To Auto Course Enrollment: GO — DEVELOP WORKFORCE —ADMINISTER
TRAINING (U.S.) —USE - COURSE AUTO ENROLLMENT

The following Search Box will appear:

1% I_TF El=] 5=

UpdaleJ’D izplay -- Course Auto Enrollment

% |i_

Enter the Course Code of the Course for which Auto Enrollment is to be processed.
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Administer Training [US] - Use - Course Auto Enrollment

Only one field exists on this Panel for entering data.

Session # - Enter the correct number that corresponds to the session for which you want to
process Auto Enrollment , or click the down arrow to the right of the “session “field and click
the correct value from the Search Records displayed.

Course Auto Enrollment and run periodically to update enrollment records and to continue filling
class spaces as registrations arrive.

When a session’s enrollment reaches capacity, Course Auto Enrollment will not allow any more
students to enroll.

Saving Cour se Auto Enrollment

Save by clicking the saveicon.

EXERCISE #5

Using the manual to assist you, navigate to the “Course Auto Enrollment “ panel. Run Auto
Enrollment for the 2™ Course Session established in Exercise #1.
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2.8 RE-ASSIGNING SESSIONS FOR UN-ENROLLED STUDENTS

Navigate To Course Waiting List: GO — DEVELOP WORKFORCE —~ADMINISTER
TRAINING (U.S.) — USE — COURSE WAITING LIST

The following Search Box will appear:

% rrr El=| == SlE=

Update/Display -- Course Waiting List

% |i_

b EILQ
Enter the Course Code of the Course Waitlist to be updated.

If the Course Code is unknown, click the Search button to produce alist of available optionsin
the Course table.
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Course Wait List Panel

Administer Training [US) - Use - Course Waiting List

=] Crse Wait WL ' I]5!I]3J'2I]I] 1

Find the students that did not get enrolled during Auto Enrollment, and change their current
session number to the Next Available Session with vacancies.

Saving Changed Cour se Wait List Records

Click the “Save” Icon.
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2.9 TRAINING PROGRAM

Navigate To Training Program Table: GO — DEVELOP WORKFORCE — ADMINISTER
TRAINING — SETUP - TRAINING PROGRAM TABLE —UPDATE/DISPLAY

Adminigter Training [U5)

Setup

Update/Display
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The following Search Box will appear:

Click the “OK” button here to display alist of the current Training Programs.
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Training Program Table

Administer Training [U5] -

@1 %

Selup Tlaining Program Table

l]5!1 2;’1 999 2
0oo7o

000004

000151

000197

000198

Pgm Status:
Pgm Title:
Short Title:
Creation date:
Revision date:
Business Unit:

Owning Dept:

Description:

Sequence:

Course Code:

CourseTitle
Required:

Defaultsto “Active’ (that is the correct choice).

Y ou decide ( up to 30 characters)

Y ou decide (up to 10 characters)

Date you are creating program

Date you are revising a current program

Type appropriate Unit #, or click the drop down arrow

and select from the Search box

Optional — Used to further break down the Business Unit

to Individua Dept.

Optional — Free form typing.

Used to indicate a specific order which courses within

the program are to be taken

Used to select a course to ADD to the Training Program. Click
in the empty field. A drop down arrow will appear. Click the
drop down arrow to display the Search Box for the Course Table,
and select the desired course.

Will default when you Tab out of the Course Code field.

Optional field — Check on if attendance in course is a Requirement
to complete the Training Program.
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Adding A Training Program

NOTE: Prior to adding a new program, it is agood habit to first go to Update/Display
Mode and take alook at the current Training Programs to ensure you do not
Duplicate Training Codes and/or Titles. (see table above).
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ADD TRAINING PROGRAMS

Navigate To Training Programs. GO — DEVEL OP WORKFORCE — ADMINISTER
WORKFORCE (U.S.) — SETUP - TRAINING PROGRAM TABLE - ADD

Add -- Training Program T able

Training Program: Enter your desired program code:

NOTE: You will probably want to Smart Code here,
Using something to tie back to your agency and the type
of program thiswill be. Any combination of numbers
and/or letters may be used (up to 6 digits/characters).
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Administer Training [US5] - Setup - Training Program T able

R ———— |
05/03/2001 -

o
[ s

{al=e

EXERCISE #6

Using pages 38 - 43 of the manual to assist you, complete the Training Program and
add 5-10 courses.
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2.10 CLOSING OUT COURSES
STEP 1-Work The Sign-in Sheet.

Navigate To The Course Session Enrollment Panel — GO — DEVEL OP WORKFORCE —
ADMINISTER TRAINING (U.S)) — USE — COURSE SESSION ENROLLMENT

Administer Training [US)

| |E|T§_|‘| @| 1 Enn?llrnent

Course Code: Enter the Code for the course to be closed. A list of all the sessions
will appear inthe list area. Select the appropriate session you wish to close.
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CLOSING OUT COURSES
STEP 1 - continued

Administer Training [US] - Use - Course Session Enrollment

Utilizing your Sign-in sheet, identify the names of individuals that did not show for
The class.

Scroll through the Course Session Enrollment Panel and change the status from “Enrolled” to
“No Show” for the individuals that did not signin. (seetable above).

Save the record upon completion.
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CLOSING OUT COURSES
STEP 2—-Complete The Class

Navigate To The Course Session Table: GO — DEVELOP WORKFORCE — ADMINISTER
TRAINGIN (U.S.) — SETUP — COURSE SESSION TABLE — COURSE SESSION PROFILE -
UPDATE/DISPLAY.

Administer Training [US5] - Setup - Course Session Table

Complote 1]

Active
02/1999 |

Lomplete

[500AM | [400PM | [

[ 4

From the Search Box, if applicable, select the Course & Session you are closing out.
Change the Session Status to Complete. (see table above).

NOTE: Changing the status to complete will automatically update all the
students records.

Save the record.
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CLOSING OUT COURSES
STEP 3—-Evaluate The Course

Navigate To Course Session Evaluations Panel: GO — ADMINISTER TRAINING — USE —
COURSE SESSION EVALUATIONS

Adminigter Training [U5)

Solicited student comments of sessions contribute to effective training courses. Another
contribution is the review of session statistics, including the number of responses per rating,
average ratings, and the overall average for the session.
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CLOSING OUT COURSE
STEP 3 —continued

Administer Training [U5] - Use - Course Session Evaluations

| I_Vr S| z=] Sl=|

Content

Content
F acility
Instructors

Ercellont —Matoials

Prezentation

From the Search Box, if applicable, select the Course & Session you are closing out.

Rating Area: Click the drop down arrow and select one of the five choices available.

(see table above)
Rating: Click the drop down arrow and select one of the four choices.
(see table above)
Total Count: Indicate the number of students that selected that particular rating

for the above rating area.

NOTE: UTILIZING THE INSERT A ROW ICON, ADD THE REMAINING
RATINGSFOR THAT PARTICULAR RATING AREA.

Upon completion of all ratings for the first Rating Area, again utilize the insert arow icon
(thistimeto select anew Rating Area) and follow the above steps for indication ratings.

Follow these same procedures for all five Rating Areas.

Save the record.
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NOTE: Upon saving, please notice that PeopleSoft will provide an average rating for each area,
(scroll up and down to view) and an overall session average.

EXERCISE #7

Use pages 44 - 49 of the manual to assist you. Complete Step 1-Work the sign-in sheet (no
shows), Step 2 —Complete the Course, and Step 3 — Evaluate the Course, to close out the course.

Close the 2™ Course Session created in Exercise # 1.

NOTE: Evauation are as follows:

Rating Area Rating

Content Excellent = 25, Good = 5, Fair =5
I nstructor Excellent = 30, Good =5

Facility Good = 20, Fair =5, Poor =5
Materials Good = 35

Presentation Excellent = 30, Good = 5
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211 STUDENT TRAINING

Navigate To Student Training Summary: GO — DEVELOP WORKFORCE — ADMINISTER
TRAINING (U.S.) — INQUIRE — STUDENT TRAINING SUMMARY

NOTE: Thisbrief summary will only provide alist of completed courses, or currently
enrolled courses.

TRAINING RECORDS
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Navigate To The Student Training Panel: GO — DEVELOP WORKFORCE —ADMINISTER
TRAINING —USE — STUDENT TRAINING — COURSE STUDENT ENROLLMENT

Administer Training [US)

Student Training Cou ent Enrollment

From the Search Box, select the individual whose Training Records you would like to view.

TRAINING RECORDS
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Administer Training [U5] - Use - Student Training

povsem)

Sowol Horosment |
| 5y
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f726/2000 |

11/28/2000 |
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NOTE: Thisdetailed summary will provide an individual screen shot with detailed
Information regarding course enrollment, completion, drops, no-shows, incompletes,
etc. (see status field above)

Use the scroll bar to obtain information on each course.
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2.12 TRAINING REPORTS
Course Sign-in Sheets

Navigate To The Course Sign-In Sheets:. GO — SOl MENU — ONDEMAND1 — COURSE SIGN
IN-ADD

501 Menu

NOTE: Thefirst timeyou run areport, you will need to select “ADD” (see table above) to
Incorporate a Run Control 1D into the System. After thefirst report isrun, each
Subsequent report you will navigate to “ Update/Display” mode.
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TRAINING REPORTS

Course Sign-in Sheets

Add -- Course Sign In |

-

—

Run Control ID: Enter your first name.
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TRAINING REPORTS

Course Sign-in Sheets

501 Menu - OnDemand1 - Course Sign In

From the Run Control ID, the above panel will appear.

Click the first Stop Light Icon to Run Report.
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TRAINING REPORTS

Course Sign-in Sheets

Enter ¥alue(s]

Upon
Running Report, the above window will appear.

Course Code: Enter the Course Code of the course for which you would like a sign-in sheet
made, or click the drop down arrow and locate the course from the Search Box.

Course Start Date: Enter the Session # of the Course, (if unknown, click the drop down arrow
and locate the correct course for the Search Box

Session # : Enter the Start Date of the course. (MMDDY'Y)

Click “OK”.
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TRAINING REPORTS

Training Calendar

Navigate To The Training Calendar: GO — SOIMENU — ONDEMAND1 — TRAINING
CALENDAR — UPDATE/DISPLAY

501 Menu - OnDemandl - Course Sign In

OnDemand]
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TRAINING REPORTS

Training Calendar

{m=RE samm

NOTE: The Run Control ID was added previously when running a Course Sign-in Sheet. Now,
in “Update/Display” mode, simply click the “OK” button.
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TRAINING REPORTS

Training Calendar

501 Menu - OnDemandl - Training Calendar

The above panel will appear.

Click the first Stop Light Icon to Run Report.
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TRAINING REPORTS

Training Calendar

Hl8#x]

Training Calendar S0I0044C Crystal

Upon Running Report , the above window will appear.

Choose the “Window” option and click “OK”.
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TRAINING REPORTS

Training Calendar

Enter Yalue(s)

I— Supin | Wt | S0 | e [ v e

The above panel will appear.
Select the Beginning and Ending dates for which the calendar isto berun. (MMDDYY)

Vendor ID: Enter the Business Unit for which the calendar is to be run, or click the drop down
arrow to locate the appropriate Unit # via the Search Box.

Click the “OK” button to Run Report.
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TRAINING REPORTS

Instructor CourseList

Navigate To The Instructor Course List: GO — SOIMENU — ONDEMAND1 - INSTRUCTOR
COURSE LIST — UPDATE/DISPLAY

S0l Menu
InDemand]

Instructor Course List

| Update/Dizplay
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TRAINING REPORTS

Instructor CourseList

Click the“ OK” button.
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TRAINING REPORTS

Instructor CourseList

501 Menu - OnDemand] - Instructor Course List

The above panel will appear.

Click thefirst Stop Light Icon to run report.
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TRAINING REPORTS

Instructor CourseList

Process Scheduler Request

Upon running report, the above window will appear.

Click “OK”
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TRAINING REPORTS

Instructor CourseList

Hlelelx| @oa| &l !E!E ==

Enter ¥alue(s]

The above window will appear.
Enter the Beginning and Ending dates of the Course you wish to print.

Click “OK”. When the report appears, click the Print Icon at the top of the page.
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TRAINING REPORTS
Training Facility Schedule

Navigate To The Training Facility Schedule: GO — SOIMENU — ONDEMAND1 — TRAINING
FACILITY SCHEDULE — UPDATE/DISPLAY

501 Menu

OnDemand]

Training Facility Schedule

Update/Display
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TRAINING REPORT

Training Facility Schedule

Click the“ OK” button.
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TRAINING REPORTS

Training Facility Schedule

501 Menu - OnDemand] - Training Facility Schedule

The above panel will appear.

Click thefirst Stop Light Icon to run report.
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TRAINING REPORTS

Training Facility Schedule

Upon Running Report, the above window will appear.
Click “OK”.
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TRAINING REPORTS

Training Facility Schedule

Enter Yalue(s]

The above window will appear.

Enter the Training Facility Code. If the Code is unknown, click the down arrow to theright, a
list of al training facilities will appear. Scroll down until you find the Facility you wish to print,
highlight it and click on it twice or you can click “OK”. Enter the Beginning and Ending Dates
for the report you wish to print. Click “OK”.

Click on the Print Icon at the top of the window to print the report.
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TRAINING DATA CHANGES

DATA CHANGES

PATH

PANELS

FIELDS

ESTABLISHING COURS
SESSIONS

Go - Develop Workforce -
Administer Training US -
Set-up-Course Session
Table

Course Session Profile

Start/End date, Start/End
time, Duration, Duration
Unit, Min/Max Students,
Vendor ID (Agency #)

Location

At Facility- click the down
arrow and select the proper
facility for this course. Enter
the room number.

Equipment

Enter the 1% piece of
equipment, insert a row,
enter the next piece, etc.

Instructor/Expense

Click on the Instructor ID
arrow and select the proper
instructor for this course
and save.

COURSE SESSION
ENROLLMENT

Go - Develop Workforce -
Administer Training US -
Use-Course Session
Enrollment

Enter the Course Code- select
course date by clicking twice on
the title or by clicking OK.

Insert a row, enter EmplID
or find the name, select
status and enter training
reason. Save or enter
another person.

STUDENT TRAINING RECORD

Go — Develop Workforce —
Administer Training US —
Use - Student Training

Course Student Enrollment

View detailed information

Go — Develop Workforce —
Administer Training US —
Use - Inquiry

Student Training Summary

View brief information (will
only see Completed &/or
Enrolled Courses)

PREPARING REPORTS

Go — SOl Menu -OnDemand1

Select Sign-in, Instructor’s
Course, Training Calendar, etc.
Update/Display

At the Run Control Window
click OK, click on the 1%
stoplight. Run to Window,
click ok, enter desired
information @ prompt &
your Agency Vendor ID, if
applicable.

72



STATE PERSONNEL

PSTRAINING ADMINISTRATION MANUAL

PATH

PANELS

FIELDS

CLOSING OUT CLASSES

Go-Develop Workforce-
Administer Training US-Use-
Course Session Enrollment

Step 1-Work the Sign-in Sheet

Enter Course Code to be
closed. Scroll down to find the
names that need to be marked
No Show. When finished Save
your record.

Go-Develop Workforce-
Administer Training US-
Setup-Course Session
Table-Course Session
Profile-Update/Display

Step 2- Complete the Class

Click the drop down arrow at
Session Status, select the
value “Complete” and Save
your record.

Go-Develop Workforce-
Administer Training US-Use-
Course Session Evaluations

Step 3- Rating Area & Ratings

In the Rating Area: Click the
down arrow, select one of the
five choices. In the Rating:
Click the down arrow, select
one of the four choices. Enter
the total count in the box
shown. Utilize insert row icon
and continue with the
remaining selections in each
section. Save your record.
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